EXCEL WORKBOOK 1 


WELCOME 


The purpose of this workbook is to give you an opportunity to familiarise yourself with 
Excel and to introduce you some of it basic functions and features you will be using ona 
regular basis in the course of your job. 


You will complete three separate workbooks with each stage getting progressively more 
complex. 


OBJECTIVE 
The objectives for Workbook 1 are: 
- To navigate the basic features and functions of an Excel Worksheet 


- Use the different formatting features to highlight or hide data as required 


KEY 


Throughout the workbook, you will see the following buttons which will prompt you to take 
certain actions. 


Answer Questions Search for information 


Follow Instructions Save this document 


HOW TO USE THE WORKBOOK 


Save a copy of the workbook to your desktop. Once you have completed the 
workbook forward a copy to your Facilitator who will review your work and then 
give feedback where necessary. 


Before completing this Workbook you will need to load and save a copy of the following 
spreadsheet. 

Open and save a new copy of the Plain Data Spreadsheet. (Click here, then right click and 
copy the Excel Document. Then, paste it into your work folder. Do not make any changes to 


the sheet until you have made a copy for yourself). 


It is important that you save your own copy of this Spreadsheet to work with whilst 
completing the workbook; you must not use the one from the link. 


The information contained with the spreadsheet will help you understand how you can use 
the features of Excel to help you with your roles. 


Throughout the workbook you will be asked to complete a series of activities. You will also 
be asked to answer some questions. 


These boxes will appear throughout the workbook and indicate where to input an 
answer. 
To input your answer simply click on the yellow box and type. 


The best way to complete this workbook is to take your time and follow all the instructions. 


Proceed to the next page to start your training! 


GOOD LUCK! 


SECTION 1 - AN INTRODUCTION TO EXCEL 


Excel is the world’s most widely used spreadsheet programme, and is part of the Microsoft Office suite. 
Microsoft Excel is a very versatile programme; one of main functions that Excel is known for is 
performing numerical calculations, and however Excel is also very usual for non-numerical applications. 
Here are some of the areas that will be discussed within this workbook. 


e Managing Workbooks and Worksheets 
e Formatting Rows and Cells 

e Conditional formatting 

e Freezing and Unfreezing Panes 

e Sorting and filtering data 


Getting Started with Excel 


The Excel 2010 interface relies primarily on the Ribbon, a block of commands displayed at the top of 
the screen and divided into distinct blocks called tabs. 


The work you do in Excel is performed in a workbook file, which appears in its own window. Each 
workbook comprises of one or more worksheets and each worksheet is made up of individual cells. Each 
cell contains a value, a formula, or just text, depending on what it is used for. The diagram below shows 
a basic worksheet and outlines its man parts. Please refer to the table for a brief explanation of the 
highlighted areas. 


Opening Excel 

Firstly, you will need to open Excel up on your computer by following the steps below: 
e Go to your start Menu 
e Select programmes 


e Select Microsoft Office 
e Select Microsoft Office Excel 
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entire column of cells, or drag a column border to change its 
width. 


Formula bar When you enter information or formulas into a cell, it appears in 
this line. 
Help button Clicking this button displays the Excel Help system window, this 


will open a pop up where you can put questions into a search 
facility and it will assist you with any Excel related problems. 


Horizontal scroll bar 


Use this to tool to scroll the sheet horizontally. 


Row number 


Number range from 1 to 1,048,576- one for each row in the 
worksheet. You can click a row number to select the entire row. 


Tab List Use these commands to display different areas of the ribbon, just 
like a menu option. 
The Ribbon This is the main location for the Excel commands. Clicking an item 


in this tab list changes the Ribbon that displays (these are explain 
in more detail below). 


Vertical scroll 


Use this to tool to scroll the sheet vertically. 


Worksheet These display the different worksheets that are being used within 
Excel, the default is 3 worksheets, and however these can be 
increased. 
The Ribbon 


The commands available in the Ribbon vary, depending upon which tab is selected. The Ribbon is 
arranged into groups of related commands. Here is a quick overview of Excels tabs. 
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You will probably spend most of your time with the Home tab selected. This tab contains the basic 
Clipboard, formatting, style, commands to insert and delete rows or columns, plus an assortment of 
worksheet editing commands. 
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This tab is used when you need to insert something into a worksheet- a table, diagram, chart, symbol 
etc. 


Page Layout 
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Arrange 


This tab contains commands that affect the overall appearance of your worksheet, including some 
settings that deal with printing. 


Formula 
Home Insert Page Layout Formulas Data Review View a = o 
f = AutoSum ~ f Logical ~ Lookup & Reference 7 Ss! AS Define Name ~ $y Trace Precedents BA F= B 
É Recently Used 7 fa Text v m Math & Trig 7 CP f@Use in Formula = Trace Dependents D z 
Insert ‘ 5 Nam 2 Watch | Calculation ee 
Function & Financial 7 & Date & Time 7 © More Functions * PRERA E8 Create from Selection ef. Remove Arrows 7 A Window | Options 7 
Function Library | Defined Names Formula Auditing Calculation 


This tab is used to insert a formula, name a cell or range, aces the formula auditing tools, or control how 
Excel performs calculations. 
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All of Excels data related commands appear within this tab. You can sort and filter and add data from 
other sources and also group and ungroup data. 


Review 
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This tab contains tools that will review the work you have completed such as spell check, translate 
words, and add commands, protection of work. 
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The view tab contains commands that control various aspects of how a sheet is viewed. Some 
commands on this tab are also available in the status bar. 


Managing Workbooks and Worksheets 


In Excel each file is known as a “Workbook” and each workbook will contain one or more “Worksheets”. 
The worksheets can either be cells (sheets consisting of rows and columns) or chart sheets (holds one 
chart). A worksheet is what people often think of as a spreadsheet. You can open as many worksheets 
as you want, Excel will have three sheets available as a default, you can view this at the left hand 
bottom of the Workbook as shown in this example. 


—_AM 1 Å L 
M 4 > >| Sheeti “Sheet2 < Sheet3 “#2 


How to select worksheets 
Click the sheet tab. 


M 4> >| Sheeti | Sheet2 . Sheet3 / #3 / 


If you don't see the tab that you want, click the tab scrolling buttons to display the tab, and then click 
the tab. 
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When multiple worksheets are selected, [Group] appears in the title bar at the top of the worksheet. To 
cancel a selection of multiple worksheets in a workbook, click any unselected worksheet. If no 
unselected sheet is visible, right-click the tab of a selected sheet, and then click Ungroup Sheets on the 
shortcut menu. 


You will see in your spreadsheet that there is only information available on Sheet1. 
Inserting a new worksheet 


As a default in Excel there are 3 worksheets available, however more can be added if needed. To insert 
a new worksheet, do one of the following: 


To quickly insert a new worksheet at the end of the existing worksheets, click the Insert Worksheet tab 
: pe screen. 


at the bott 


Another way t@insert a new worksheet in front of an existing worksheet, select that worksheet and 
then, go to the Home tab- Cells-Insert, and thea click Insert Sheet. A 


es 


im Ey h E AutoSum + 


ES 


np | 
y á I 


Fill ~ 
ditional Format Cell Delete Format a Sort 
Mhag ~ as Table ~ Styles ~ 9 . @ Clear” Filte 
mes Editing 


3 Insert Cells... 
a 


35 Insert Sheet Rows 


u, 


3 a Insert Sheet Columns 


On your spreadsheet, insert a new worksheet using ei EE erea the me 


d above. 
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Deleting a worksheet 

To delete a worksheet, first select the worksheet or worksheets that you want to delete, then right-click 
the sheet tab of a worksheet and then click Delete Sheet. 
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On your spreadsheet, delete the new workbook you have just created using either 
one of the methods descried above. 


Renaming a Worksheet 
The Worksheets are names Sheet1, Sheet2 etc. as a default, however you can change the name to do 
this, right-click the Worksheet that you want to rename, and then click Rename Sheet. 


Select the current name, and then type the new Nar 
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Rename Sheet1 of your worksheets as Plain Data 1 
Sr copy worksheets to another location in the same workbook 
You can copy or rearrange the worksheets within Excel by either copying or moving them to another 
location. To move or copy a worksheet, select the worksheets that you want to move or copy. Then from 
the Home tab, in the Cells group, click Format, and then under Organize Sheets, click Move or Copy 
Sheet. 
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You can also right-click a selected sheet tab, and then click Move 


elect where to move the worksheet to or tick the box to 
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N.B: When you create a copy of the worksheet, the worksheet is duplicated in the workbook, and the 
sheet name indicates that it is a copy — for example, the first copy that you make of Sheet1 is named 


Sheet1 (2). 


Create a copy of the Plain Data 1 Sheet and move it to the end of the Workbook. 
Also, rename it Plain Data 2 


Changing the colour of a tab 


To change the colour of the sheet tab, right-click the sheet tab, click Tab Colour, and then click the 


colour that 


u want to use. 
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Change the colour of Plain Data 1 worksheet to red and the Plain Data 2 
eet to orange. 
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Hiding worksheets 

You can hide any worksheet in a workbook to remove it from view. You can also hide the workbook 
window of a workbook to remove it from your workspace. The data in hidden worksheets and workbook 
windows is not visible, but it can still be referenced from other worksheets and workbooks. You can 
display hidden worksheets or workbook windows as needed. 


By default, all workbook windows of workbooks that you open are displayed on the taskbar, but you can 
hide or display them on the taskbar as needed. Hide a worksheet 


If you have a larger number of worksheets that you want to hide, be aware that while you can hide 
multiple worksheets at once, you can unhide only one sheet at a time. 
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On the Home tab, in the Cells group, click Format. Then under Visibility, Cell Size 
click Hide & Unhide, and then clrek Hide Sheet. tO Row Height... 
AutoFit Row Height 


To do this select the worksheets that you want to hide. 


Column Width... 
AutoFit Column Width 
Default Width... 
Visibility 


Hide & Unhide > 


Organize Sheets 


To display a hidden worksheet you need to do exactly the same however select the “Unhide” option. 


Hide a workbook window 
Another option that is available is to hide an entire workbook window. To do this on the View tab, in the 
Window gose click Hide. 
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Display a hidden w 
To display a hidden workbook window you need to do exactly the same however select the “Unhide” 
option. 


If Unhide is unavailable, the workbook does not contain hidden workbook windows. In the Unhide dialog 
box, double-click the workbook window that you want to display. 


Hide All 

You can hide any worksheet in a workbook to remove it from view. You can also hide the workbook 
window of a workbook to remove it from your workspace. The data in hidden worksheets and workbook 
windows is not visible, but it can still be referenced from other worksheets and workbooks. You can 
display hidden worksheets or workbook windows as needed. 
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By default, all workbook windows of workbooks that you open are displayed on the taskbar, but you can 
hide or display them on the taskbar as needed. 


You have now completed the first stage of the workbook. 


SECTION 2 - PAGE FORMATTING 


| Fite $ Home Insert Page Layout Formulas 
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Cells are the basic building blocks of a worksheet. Cells can contain a variety of content such as text, 
formatting attributes, formulas, and functions. To work with cells, you'll need to know how to select 
them, insert content, and delete cells and cell content. 


You can also select multiple cells at the same time. A group of cells is known as a cell range. Rather 
than a single cell address, you will refer to a cell range using the cell addresses of the first and last cells 
in the cell range, separated by a colon. For example, a cell range that included cells A1, A2, A3, A4, and 
A5 would be written as Al:A5. 


To select multiple cells: Home Insert Page Layout Formulas 
& Cut Arial -lho ~ AA 
G3 Copy ~ 
Click and drag your mouse until all of the adjoining cells you want are higHTiGhtedsst rante B 7 U7 57 Ss 
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Text 
Cells can contain letters, numbers, and dates. 


Formatting attributes 
Cells can contain formatting attributes that change the way letters, numbers, and dates are displayed. 
For example, dates can be formatted as MM/DD/YYYY or M/D/YYYY. 


Comments 
Cells can contain comments from multiple reviewers. 


Formulas and functions 
Cells can contain formulas and functions that calculate cell values. For example, SUM(cell 1, cell 2...) is 
a formula that can add the values in multiple cells. 


The spreadsheet that you are using to complete this workbook has already had the cell 
content added for you. 
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Increasing column width and row height 
If the text you want to enter on your spreadsheet doesn’t fit within the cell width or height it can be 
increased. 


e To increase the size of column A 

e Place your cursor on cell Al. 

e On the Home tab, in the Cells group, click Format. 
e Under Cell Size, click Column Width 
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Select the cell or cells where you want to paste the content. Click the Paste command. The copied 
content will be entered into the highlighted cells. 


Shading rows 
On your spreadsheet you may want to shade a row to give it more definition. Highlight the row you 
want to shade by clicking on the relevant Row Number - in this case Row 1 
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e Then select the tab Fill, as shown in the example m 
e Select the colour that you want to shade the row me 

e Choose the light grey and then click on OK 

e Select row 2 and shade it the same colour as Row 1 
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To shade cells, highlight cells you wish to shade and 
then complete the exact same process 


Alternatively, you can use the sub-menu to shade 


Arial 


In your spreadsheet, shade Row A1 in Grey 


Font Style 
You can change the font style that is being used on your spreadsheet; this will give your spreadsheet 
more definition to do this: 


On the Home tab, in the Cells group, click Format 


Then select Font from the top tabs. 


| [Regular 


Your option box should look ike Mola ai 
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Normal font 
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This is a TrueType font. The same font will be used on both your printer and your screen. 


Alternatively, you can use the sub-menu to change the 
font, size and to make your text bold. 
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In your Spreadsheet highlight Row 1 and change the font to “Arial” size 12 
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Copying and pasting Rows and Columns 
To copy and paste an entire row or column, you must first select either the row number or the 
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To copy and insert a Row of a row is done in the same 
way except you need to select insert in the Row above 
where you intent the information to go. 


Copy the contents of column A and insert it to the right of column G. 


Deleting Columns and Rows 

To delete a column first select the columns you want to delete. Click the Delete command on the Home 
tab. 

The columns are deleted from your worksheet. Or, right click anywhere on the column and select 


‘Delete’. 
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To delete a Row is done in the same way. 
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Although the number of rows and columns in a worksheet is fixed you can insert blank cells above or to 
the left of the active cell. The active cell is bounded by a heavy border.) When you insert blank cells, 
Excel shifts other cells in the same column down or cells in the same row to the right to accommodate 
the new cells. Similarly, you can insert rows above a selected row and columns to the left of a selected 
column. You can also delete cells, rows, and columns 

Insert cells, rows, and columns 
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To insert a new cell first, select the cell or the range of cells where you want to insert the new blank 
cells. Then on the Home tab, in the Cells group, click the arrow next to Insert, and then click Insert Cells. 
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You will be asked to confirm where you would like the cell to be 


inserted in reference to the select cell as shown baint 
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To insert a row into a worksheet, go on the Home tab, in the Cells group, click the arrow next to Insert, 
and then click Insert Sheet Rows. 


Another way is to select either the whole row or a cell in the row above which you want to insert the 
new row. For example, to insert a new row above row 5, click a cell in row 5. 


A 


Delete Format Sot & Find & 
M M 2 Clear” Filter Sele 


3 Insert Cells... 


Ja Insert Sheet Rows 
å 


Insert Sheet Columns 


EEE] Insert Sheet 


To insert a single column into a worksheet, go on the Home tab, in the Cells group, click the arrow next 


to Insert, and then click Insert Sheet Columns. ban : n, C 

%& Cut 
Another way is to select the column or a cell in be Ga Copy 
the column immediately to the right of where g i | rasie Options 
you want to insert the new column. For example, ia] EA 
to insert a new column to the left of column B, n Paste Special... 
click a cell in column B. ao Insert 


Hide columns and rows 
You can hide a row or column by using the Hide command; this will allow you to compare information 
that may be obstructed by a row or column. 
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E n Tk E AutoSum ~ Ay To hide a row or column, select the rows or columns that you want to 
joe -i ot iw Fin - Saa hide. Then on the Home tab, in the Cells group, click Format. Under 
Styles| ~ na 2a fiter! Visibility, point to Hide & Unhide, and then click Hide Rows or Hide 
aa conser E Columns. 
Visibility 


dS  RowHieiote. [ 
= E) AutoFit Row Height | 
So You can also right-click a row or column (or a selection of multiple 


rows or columns), and thenclick Hide. 


Column Width... 
AutoFit Column Width 
Default Width... 


Move or Copy Sheet... 


Tab Color > eS Es 
Protection = % cut 
@y Protect Sheet... Ba Copy 
(©) Lock cen Paste Options: 


É Format Cells... 


Paste Special... 
Insert 
Delete 


Clear Contents 


Format Cells... 


4 


Unhide 


í In your spreadsheet, we want to see if there are any links between the date the 
customers opened their accounts and the country they reside. Therefore hide the 


columns that are in between these so that you can compare the information side 
by side. 


Wrapping or shrinking text to fit the cell. 
If you text that is too wide to fit the column but don’t want the text to spill over into the next cells 
across, you can use either the Wrap Text option or the shrink to fit option to accommodate the text. 


The Wrap text option displays the text on multiple lines in the cell, if necessary. This option can be used 
can be used to display lengthy headings without having to make the columns too wide, and without 
reducing the size of the text. 


As you can see in the example below the “Customer Representative” column heading have both 
Wrapped Text without adjusting the width of the column. 


Order Date Region os ltem 
01/06/2015 East Jones Pencil 
1/23/2015 Central Kivell Binder 
02/09/2015 Central Jardine Pencil 
Heo Central H Pen 
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To wrap text first select the cells with EA -| Insert Page Layout Formulas Data Review View Add-Ins 


= Merge & Cent 


text that you want to wrap and then B & Cut 
select the Wrap Text command on t 
Home tab. 


Paste 


~ GP Format Painter (B) 2 


Clipboard (E 


(E Alignment 


2 01/06/2015 East Jones Pencil 


3 1/23/2015 Central Kivell Binder 50 19.99 
A inainaionté Cantral lardina Pencil 2R A aQ 


The Shrink to fit option reduces the size of 
the text so that it fits into the cell without 


East Jones Pencil 95 spilling over to the next cell as shown in 
Central Kivell Binder 50 this example. 
Central Jardine Pencil, Pen, Bin 36 


Central Gill 


[Pen 


East Jones Pencil 95 
Central Kivell Binder 50 
Central Jardine 3 

Central Gill Pen 7 


To do this right click on the cell and then select Shrink to Fit from the Alignment tab as shown in this 


[Pencil, P % cut 


Pen 


Pencil |S Copy 
Binder | @ Paste Options: 


Pencil 


Pencil Paste Special... Justify distributed 
e Text control 

Binder iát ce 

Pencil =A 

Binder DARE 

Binder Clear Contents 

= Filter > 

Desk = 

Pen Set Sort > 

Binder 


insert Comment 
Pen = En 


Pen 


p ON Ea 


Merging cells 


Excel also enables you to merge two or more cells. When you merge cells, you don’t combine the 
contents of cells. Rather, you combine a group of cells into a single cell that occupies the same space. 


You can merge any number of cells ff = ar m; -. -< å =E =a 


occupying any number of rows and 


columns. The cells that you wish to A The selection contains multiple data values. Merging into one cell will keep the upper-eft most data only. 


merge should be empty. The only cell 


Show Help >> 


that can have data is the upper-left 

cell of those that you intend to 

merge. If there is data in other cells i 
then you will get the following error: B 


Ca] 
Was this information helpful? 


Clicking Ok, will delete the content in all the other cells that are being merged together apart from the 


upper-left cell. 


Format Cells . 0. ee (2 eto} 
To merge cells, select the cells that you want ere hci pent adportar [ow |ueroteeton emee 
to merge and then click “Merge and Centre” Horizontal: rae 
from the Alignment tab. This will merge the ex B dent a : + 
select cells together and any data held in a x) I 
the upper-left cell will be centre horizontally. Text control gat | 
Alternatively highlight the cells you wish to =a o S\Decrees | lj 
merge together and then right click and | 
select mérge celis as SHOWN in this example: text rection: | 

|| [context [=] 

1 

To unmerge the cells, simply untick the merge button. | 

| Coc} [__cancet J | 


After you have merged cells, you can change the alignment to something other than centred. The 


options that are available are as follows: 


Merge Across- This command creates multiple merged cells. 


Merge Cells- Merges the selected cells without applying the Centre attribute. 


Unmerge Cells- Unmerges the selected cells. 


Using your spread sheet complete the following activity. 
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e Modify the size of a column. If you are using the example, make the column that contains board 


members' names larger. 


e Modify the size of a row to be 46 pixels. If you are using the example, modify all the rows that 


contain text (rows 1-11). 
e Insert a column between column A and column B. 
° Insert a row between row 3 and row 4. 
e Delete a column or a row. 
. Merge the cells in the top or title row (row 1) 
Changing Text Alignment 


The contents of a cell can be aligned horizontally and vertically. By default, Excel aligns numbers to the 


right and text to the left. All cells use bottom alignment by default. 


Changing the default options is simple. The most commonly used alignment options are available under 


Home- Alignment as shown below: 


Home | Insert Page Layout Formulas Data Review View 
B & oa Arial 7110 > A A =) Wrap Text General z 
Past Ba Copy ~ E aF o, <.0 .00 
aste Foa BU DA =E Merge & Center A E- % » | g 
Clipboard F Font | Alignment Number 
Format Cells l ? 8 
The full ranges of alignment options are available under Home- Lt _Mament__font_| sorer | sl | protscton F 
Cells- Format Cells- Alignment, again as shown here: raa 
+ 
ř "3 
: Text —¢ 
| Justify distributed t . . 
ea 
-| Wrap text 0 |) Degrees 
©] Shrink to fit oO 
(| Merge cells 
Right-to-teft 
Text direction: 
Context 
(o) [canes 


Choosing Horizontal Alignment Options 


This option controls how the contents of the cell are distributed across the width of the cell, these 
option are available from the Format Cells alignment option mention above. The options available are as 


follows: 


General- Aligns numbers to the right, aligns text to the left, and centres formulas. This is the default 


option. 
Left- Aligns all the content to the left. 
Centre- Aligns all the content in the middle of the cell. 


Right- Aligns All content to the right of the cell. 
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Fill- Repeats the contents of the cell until the cells width is filled. 


Justify- Justifies the text to the left and right of the cell. This option is only applicable if the cell is 
formatted as wrapped text and uses more than one line. 


Centre across selection- Centres the text over the selected columns. This option is useful for 
precisely centring a heading over a number of columns. 


Distributed- Distributes the text evenly across the selected column. 


-= = a — = J 


k Customer : - 
Order Date Region Re tative Item Units Unit Cost 
General Left Centre Right FillFillFillFill Justify 
NAINGIONAE Fact lanas Dansil QF 41 aQ 


Choosing Vertical Alignment options 

The Vertical Alignment options are not used as often as the horizontal ones. They are used usually when 
a row height has been adjusted to be taller than normal. 

The Vertical Alignment options available in the Format cell box are as follows: 

Top- This aligns the cells contents to the top of the cell. 

Centre- Centres the contents vertically in the cell. 


Bottom- Aligns cell content to the bottom of the cell. 


Justify- Justifies the text vertically in the cell. This option is only applicable if the cell is formatted as 
wrapped text and uses more than one line. 


Distributed- Distributes the text evenly vertically in the cell. 


Customer 


Order Date Region R tati Item Units 
Top Justify 
Centre Distributed 
| Bottom 
namernac Cant lanan Manail ne 


Displaying text at an angle 

In order to create a more visual impact on a table you may want to display some text at an angle within 
a cell. You can display text horizontally, vertically, or at an angle between 90 degrees up and 90 
degrees down. 


To display the text at a 90 degree angle, select the cells that 
you want to change and then click “Orientation” button from 
the Alignment tab. 


= Wrap Text 


Merge & Center 7 


Alignment x 
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This will create the following effect: 


[i Le W v vu uw 1 Vv 


01/06/2015 East Jones Pencil - 

1/23/2015 Central Kivell Binder 50 19.99 999.5 
02/09/2015 Central Jardine Pencil, Pen, Bin: 36 4.99 179.64 
2/26/2015 Central Gill Pen 27 19.99 539.73 
3/15/2015 West Sorvino Pencil 56 2.99 167.44 


For more options on the angles highlight the cells you wish to 
change the text angle and then right click and select the 
angle as shown_in_this-examypte 


You have now completed the second stage of the workbook. 
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SECTION 3 - FREEZING AND UNFREEZING COLUMNS 


The Freeze Panes command lets you freeze portions of a worksheet, typically column and row headings, 
so that you can view distant parts of the worksheet while the headings remain in place. Freezing panes 
only affects the current worksheet. If you want to freeze other worksheets, you must select them 
individually and freeze them. 


If you set up a worksheet with row or column headings, these headings will not be visible when you 
scroll down the page or to the right. Excel provides a solution to this problem known as “Freezing 
Panes”. Freezing panes keeps the headings visible whilst you are scrolling through the worksheet. 


You can choose to freeze just the top row of your worksheet, just the left column of your worksheet, or 
multiple rows and columns simultaneously. For example, if you freeze row 1, and then decide to freeze 
column A, row 1 will no longer be frozen. If you want to freeze both rows and columns at the same time, 
you must choose to freeze them at the same time. 


To Freeze panes go to the View tab, in the Window 
group, click the arrow below Freeze- 


| Split LL) View Side by Side = 
: Hide FH Synchronous Scrolling Ct 


fis Save 
v Position Workspac 


Unhide aj Reset Windov 


J Freeze Panes 
sS Keep rows and columns visible while the rest of 
the worksheet scrolls (based on current selection). 


= Freeze Top Row 
| Keep the top row visible while scrolling through 
the rest of the worksheet. 


5 Freeze First Column 
JH Keep the first column visible while scrolling 


LL 


Follow these steps to freeze panes in a worksheet: 
Position the cell cursor based on what you want to freeze: 


Columns: Select the column to the right of the columns you want to freeze. For example, click any cell 
in column B to freeze column A. 


Rows: Select the row below the rows you want to freeze, XH 3- C- | > 
For example, click any cell in row 4 to freeze rows 1, 2, | rie errs ener OEE VIE 
and 3. imal Z] Ruler ¥] Formula Bar Q r 
Page Page Break Custom Full ¥] Gridlines [¥] Headings Zoom 10 

Columns and rows: Click the cell below the rows and to reir i a a z 
the right of the columns you want to freeze — L1 ~¢ f] 
essentially, the first cell that isn't frozen. For example, ! 
click cell B2 to freeze both column A and row 1. Date Region a ae 

2 (01/06/2015 East Jones 
To lock rows, select the row below the row or rows that 3 [1/23/2015 Central Kivell 

4 (02/09/2015 Central Jardine 


you want to keep visible when you scroll. For example if 5 2/25/2015 Cond Gill 
you wanted to freeze rows 1,2 and 3 you would need to eee uaan Sp 


select row 4 and then click Freeze Panes 
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To lock columns, select the column to the right of the 
column or columns that you want to keep visible when 
you scroll. For example if | wanted to freeze column D | 
would need to select column E 


To lock both rows and columns, click the cell below and to the right of the rows and columns that you 
want to keep visible when you scroll. 


Unfreeze panes 
Once panes are frozen they can be unfrozen 


On the View tab, in the Window group, click the arrow below Freeze Panes and then click Unfreeze 


Split DO View Side by Side fa 


= Hide B$ Synchronous Scrolling 


E] unhide GÀ Reset Window Position wo, 


nireeze d > 
Unlock all rows and columns to scroll 
through the entire worksheet. 


Freeze Top Row 


iL 


through the rest of the worksheet. 
Freeze First Column 


Keep the first column visible while scrolling 
through the rest of the worksheet. 


Multiple Products used UK 


Using your spreadsheet, Freeze the headings and the Usernames 


You have now completed the third stage of the workbook. 
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SECTION 4 - PRINTING FROM EXCEL 


Printing set-ups 


At times you may need to print off a copy of your spreadsheet. To do this will you need to select file 
from the Ribbon, this bring up the following page: 


Home Insert Page Layout Formulas Data Review View 

led Save 

Print 
E Save As r= 

Copies: 1 = 

ie] 
& Open Print 
Close 
Info Printer 
Salisbury on hisnps04p.uk365office.co.uk z Fi rst add your default printe r. 
Recent e Ready i 
Printer Properties 

New 


Settings 


Print 
CTE Print Active Sheets = 


‘+— Only print the active sheets 
Save & Send = 
Pages: =| to = 
LS) == Print One Sided 3 
Options Only print on one side of the page 
Collated 
E ext BB 123 123 ii 
=] Landscape Orientation T: 
r A4 
X 
21 cmx 29.7 cm 
ES] Custom Margins bd 
Custom Scaling X 


Page Setup 


If you attempt to print your spreadsheet as it is, it would not fit on one single page. We are now going 
to look at how you can set it up so you can print a large spreadsheet on one page. To this we need to 
set our page up. 


Page set up 

From the Ribbon select View and then in the Workbook Views group, select Page Break Preview 
Your screen will change view and you will receive the following information box advising on how to 
adjust the page breaks. 


Welcome to Page Break Preview ° be __x_ 


Insert Page Layo —— 


Qa: 


Home 


E a You can adjust where the page breaks are by dicking and 
B= li H=) dragging them with your mouse. 
Normal Page Custom Full l [EliDo not show this dialog again. ; 
Layout j Views Screen sseteceeseenevsessoes 


Workbook Views 


| F8 mG fe 1.9! 
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Click on OK 


Your screen should now look like the example below with your spreadsheet over 2 pages: 
The Page Breaks are highlighted in blue, your information box from earlier advised on how to change 
the views 


~@ 


f] 1.99 


0106:2015 East 
123/2015 Central 
Central 
É Central 
345/2015 West 
041012015 East 
411812015 Central 
05/05/2015 Central 
5412242015 West 
06/08/2015 East 
Central 
East 
East 
East 
Central 
East 
Central 
East 
East 
Central 
Central 
East 
Central 
Central 
East 
West 
Central 
Central 
East 
Central 
Central 
Central 
East 
Central 
Central 
West 


eer) 


Hover your mouse over the middle page break, your cursor will change into the 
following shape e 
Drag your cursor to the last column of your spreadsheet. 


Increasing rows to be printed 
To increase the amount of rows that you want to print: 
Hover over the blue border, your cursor changes to the followinggstlape 


nes 


Pencil 


Pencil, Pen, Bine 


Kivell Binder 
Jardine 

Gill Pen 
Sorvino Pencil 
Jones Binder 
Andrews Pencil 
Jardine Pencil 
Thompson Pencil 
Jones Binder 
Morgan Pencil 
Howard Binder 
Parent Binder 
Jones Pencil 
Smith Desk 
Jones Pen Set 
Morgan Binder 
Jones Pen 
Papert, Pen 
KII AY Peset 
shith CA Pigi 
Parent Seen Set 
Gill Binder 
Smith Binder 
Jones Binder 
Sorvino Binder 
Jardine Pen Set 
Andrews Pencil 
Howard Pen 
Gill Pencil 
Gill Binder 
Kivell Desk 
Jones Pen Set 
Morgan Pen Set 
Kivell Pen Set 
Sorvino Desk 


ou 


Pee at 


=h 


183.05 
1333.5 
lira.64 
1533.73 
[167.44 


4.33 233.4 
Ce fusss 
3 443.1 


163.68 
[533.4 
j 443. 
rea 
1,619.19 
lises 
1250 
[255.84 
251.72 
1575.36 
233.85 


laras 


156.43 
[1183.26 
[413.54 
1895.00 
13.36 
Iis3.93 
l2as5 
[131.94 
[473.04 
168.37 
713.2 
leas 
1303.58 
| 686.35 
[1.005.930 
1835 


ane 
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51 12/18/2016 


63 16/17/2016 


East 
West 
Central 
Central 
East 
Central 
Central 


Central 
Central 
Central 


Jones Binder 
Sorvino Binder 
Jardine Pen Set 
Andrews Pencil 
Howard Pen 

Gill Pencil 
Gill Binder 
Jardine Pen Set 
Andrews Pencil 
Howard Pen 

Gill Pencil 
GII _ Binder 
Kn ACPE 


Increasing columns to be printed 


To increase the amount of columns that you want printing 
Hover over the blue column border, your cursor then changes to the followi 


3/15/2015 
04/01/2015 


1 0/22/2015 


sinaninn ar 


Printing selected columns and rows 


East 
Central 
Central 
Central 
West 
East 
Central 
Central 
West 
East 
Central 
East 
East 
East 
Central 
East 
Central 
East 


Jones 
Kivell 
Jardine 
Gill 
Sorvino 
Jones 
Andrews 
Jardine 
Thompson 
Jones 
Morgan 
Howard 
Parent 
Jones 
Smith 
Jones 
Morgan 
Jones 


Cas 


Pencil 
Binder 


Pen 
Pencil 
Binder 
Pencil 
Pencil 
Pencil 
Binder 
Pencil 
Binder 
Binder 
Pencil 
Desk 
Pen Set 
Binder 
Pen 


1625 Page 4 


lanaa ar 
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Sometimes you may not want all the information from your spreadsheet printed off and only want 
certain columns and rows. To do this: 


Hover your cursor over the blue row border 

Your cursor will change to the following shape fî 

Drag your cursor up so that all information down to row 5 is highlighted in white 

Then hover over the blue column border. Your cursor will change to the following shape e 
Drag your cursor so that all information up to column E highlighted in white 


Your spreadsheet should now look like the below example 


1 
2 East > Pencil 95 
3 Central i Binder 50 
4 Central Jardine Pencil, Pen, Binc 36 
5 Central Gill Pen 27 
6 
7 


If you request a copy of your spreadsheet to be printed it will print only the information that is 
highlighted in white. 


You have now completed the fourth stage of the workbook. You will now be able 
to: 

- To navigate the basic features and functions of an Excel Worksheet 

- Use the different formatting features to highlight or hide data as required 


- Use Excel to manipulate chargeback data to better understand the risks of the 
business 


Well done, you have finished the workbook. Please hand or forward the completed 
workbook to the Facilitator. 
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